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Cold Harbour CE Primary School 

Policy Ethos Statement  
 

Ensuring that our children have every opportunity to develop the confidence and capacity to 

become successful, lifelong learners is a key task for us. 

 

Cold Harbour CE Primary School is a school committed to ‘Growing, Learning, Achieving 

Together’ with strong Christian values underpinning this. 

 

 Growing in confidence, faith, personal awareness and ability. 

 Learning in creative, fun, technologically assisted and investigative ways. 

 Achieving as individuals, teams and as a whole school community across a diverse 

range of opportunities. 

 Together through our shared Christian values of tolerance, faith, guidance, respect and 

nurture. 

 

This policy will clearly define how the procedures and opportunities in school will enable all 

children to achieve our key aims. 

 
‘Do all the good you can, 

By all the means you can, 

In all the ways you can, 

In all the places you can, 

At all the times you can, 

To all the people you can, 

As long as ever you can.’ 

(John Wesley) 
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Attendance Policy 

Cold Harbour CE Primary School 
 
 

1. Introduction 
At Cold Harbour School we recognise the importance of regular school attendance and believe 
that children can only learn effectively if they attend school regularly. It is also vitally important 
that children arrive and leave school on time.  
 
Education provides a means of enhancement for all young people. Pupils need to attend 
regularly if they are to take full advantage of the educational opportunities available to them. 
Irregular attendance seriously disrupts continuity of learning, undermines the educational 
process and leads to underachievement and low attainment. 
 
High levels of attendance are the responsibility of everyone in the school community – pupils, 
parents, governors and all staff.  Good behaviour and attendance are essential to children’s 
educational prospects. 
 
This policy is based on   ‘Advise on school attendance’. Dept. of Education. Feb. 2013 ; (The 
Education (Penalty Notices) (England) Regulations 2007 amendments to school attendance 
regulations) 
 

2. Aims 
At Cold Harbour School we 

 Aim to encourage and assist all pupils to achieve the highest possible levels of attendance 
and punctuality 

 See regular school attendance as essential for all the pupils if they are to be successful, aim 
to work in partnership with parents to ensure the highest possible levels 

 Aim to achieve excellent levels of attendance and punctuality to enable all students to take 
full advantage of the educational opportunities available to them. 

 

3. Targets 
From September 2015, the persistent absence (PA) threshold was lowered to 10% in any 

term.  The DfE guidance explains that if a pupil's individual overall absence rate is greater 
than or equal to 10%, he/she will be classified as a persistent absentee.   
 

4. The Law 
By law, all children of compulsory school age must receive suitable education. Parents are 
responsible for making sure this happens, either by registering their child at a school or by 
arranging an effective alternative to school. 
 
Local Authorities have various powers to ensure that parents meet their duties. 

 

4.1 Responsibilities of Parents 
There are legal obligations on parents to secure full-time education for their children of 
compulsory school age, whether at school or otherwise and to send them to school regularly to 
benefit from their education once they are on the school roll. 
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Parents must see themselves as partners with the school in their children's education and 
support the school in the following ways: 

 Ensure the fullest possible attendance of their child by keeping requests for their children 
to be absent from school to a minimum 

 When absence is unavoidable, provide a verbal explanation in person or by telephone 
on the first day of absence, before 9:30am 

 When absence continues for more than a day, contact the school by phone or letter 

 In cases of long term sickness (more than one week) a medical certificate should be 
obtained from the GP and a copy given to the school 

 Ensure that their child arrives at school and is collected from school on time 

 

4.2 Responsibilities of the School 
A school enters pupils on the admission and attendance register from the beginning of the first 
day on which the school has agreed the pupil will attend. 
It is the responsibility of Cold Harbour School to support attendance and to deal with problems 
which may lead to non-attendance. The school employs a range of strategies to improve and 
encourage good attendance and punctuality including responding to holiday requests and 
pursuing unexplained absences with parents. The school will investigate promptly all 
absenteeism, liaising closely with parents.  Staff will respond to all absenteeism firmly and 
consistently. 
 
Attendance data is analysed and quickly picks up on children who are developing a pattern 
of absence.  Any child whose absence falls below 90% is contacted by the head teacher. 
 
Each day is counted as 2 sessions; 10% absence corresponds to 19 days (38 sessions/year 
  

The monitoring process: 
A child will be ‘at risk’ of persistent absence if 6 sessions (3 days) is recorded in a half term 
period.  Thus 6 sessions over 6 half terms = 36 sessions absent (18 days) 
 
At the end of each half term, where attendance has dropped to <90% (6 sessions absent) 
parents will be contacted informing them of their child’s actual attendance and informing 
them their child is at risk of persistent absence.   

 

5. The Importance of Registration/Punctuality 
Registers are important legal documents and are kept securely. The law requires schools to 
register attendance twice a day: 

 At the start of the morning session i.e. 9.00 a.m. 

 Once during the afternoon session.  
 
Calling the register is a key part of the school day and should be seen as such by staff, children 
and parents.  
 
At Cold Harbour School children are marked either present or absent in the register. Particular 
attention is given to accurate registration; staff use consistent rules and coding for registration. It 
is our policy to actively discourage the late arrival of children at school. A child who arrives late 
may seriously disrupt not only his/her continuity of learning but also that of others. A firm line is 
taken on late arrivals. Pupils must not be marked present if they were not in school during 
registration.  If a pupil leaves school premises after registration they will still be counted as 
present for statistical purposes.  
 
Registers are kept open for 30 minutes for each session. A pupil arriving after their register has 
closed (9:30am first session, 13:45 second session) is marked absent. 
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When a child arrives after the registration period the parent/carer bringing them to school must 
sign the Lateness Book at reception; the child will then be registered ‘late’ for that session.  If a 
pupil arrives 30 minutes or more after the closure of the register, the lateness will be recorded as 

unauthorised absence for that session unless an appropriate explanation is received. 
 
When a child is absent, the register must also show whether the absence was authorised by the 
school or unauthorised. The school administrator enters this information onto the computer on a 
daily basis. If this persists the class teacher will inform the Headteacher who will contact the 
parent/carer. Unresolved lateness will then be referred to the Local Authority. 

 

 

Notification of Absence 
All parents should notify the school as soon as possible if their child is absent giving a reason for 
the absence. This can be done by: 

 Telephone/email: the school administrator will then pass the message to the class 
teacher and enter the reason for absence directly into the register; 

 ParentMail PMX: the school administrator will enter the reason for absence directly into 
the register; 

 School Website Absence Form: the school administrator will enter the reason for 
absence directly into the register; 

 Letter: the class teacher will place the letter in the register and enter the reason for 
absence into the register; 

 Personal: an explanation may be given personally to either the class teacher or the 
administrator when the child returns to school.  This will then be entered into the register. 

 
In the first instance class teachers should verbally follow up all absences which are unexplained. 
If no notification is received about a child’s absence a standard letter will be sent to parents 
asking for the reason.  

 

 

6. School Responses to Absence 

 

Authorised and Unauthorised Absence 
Where a child is absent at the time of registration the law requires schools to indicate on their 
attendance register whether the absence is authorised or unauthorised. 
 
Authorised absence means that the school has either given approval in advance for the child to 
be away or that an explanation offered afterwards has been accepted. The law requires that 
absences not agreed in advance are to be recorded as unauthorised unless and until a 
satisfactory explanation is given.  
 
Cold Harbour School will 

 Investigate all unexplained absences by telephoning the child’s parents at 9:30am 

 Contact parents for an explanation if no message is received after 3 days of continuous 
absence[where there is a problem with attendance, we will endeavour to make contact 
on the first day of absence] 

 Contact parents if it has any concerns over attendance 

 Involve the Local Authority if parents fail to support the school in ensuring the fullest 
possible attendance of their children  

 
By law, only the school can approve absence, not parents. The school need not accept a 
parental explanation for a child's absence if they doubt the explanation. If the school is satisfied 
that the circumstances are both genuine and exceptional the absence may be authorised. 
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Where parentally condoned and/or unjustified absence appears to be a problem the school will 
involve the Local Authority at the earliest opportunity. 
 
Excessive amounts of authorised absence can disrupt continuity of learning. The school will 
therefore watch for emerging patterns of authorised absence by individual children. 

 

Authorised absence from school.   
Authorised absence means that school has been notified about illness (routine medical or 
dental appointments)  

 
Application for leave of absence – Appendix A 

 

Examples of Authorised Absence 
An absence will be authorised if it is for the following reasons 

 Genuine illness 

 Unavoidable medical/dental appointments 

 Days of religious observance 

 Exceptional family circumstances, such as bereavement 
 

Persistent Absence 
Persistent absence is now recognised as 10% absence across an academic year. 
 

Annual Holidays 
Both in the Prospectus and at the pre-school induction meeting parents are asked to try to 
arrange their family holidays within the school holidays, rather than in term time so that their 
child’s education is not disrupted. The Headteacher will talk to those parents who persistently 
take their holidays in term time, reminding parents of the disruption to their child’s education. 
 
From the 1 September 2013, the Headteacher may not grant any leave of absence during term 
time unless there are exceptional circumstances. The application must be made in advance and 
the head teacher must be satisfied that there are exceptional circumstances which warrant 
leave. (Education (Pupil Registration) (England)(Amendment) Regulations 2013. 
 
Parents are asked to complete a holiday form requesting absence from school. The school will 
respond in writing to these requests stating whether the absence will be recorded as authorised 
or unauthorised. Each case will be looked at individually and take into account the child’s current 
attendance record. 
 

Penalty Notice 
Amendments to the 2007 regulations reduce the timescales for paying a penalty notice.  From 1 
September 2013, parents must pay £60 within 21 days or £120 within 28 days. 
 

Medical or dental appointments 
Missing registration for a medical or dental appointment is counted as an authorised absence.  
Parents are advised to make appointments out of school hours.  Where this is not possible, the 
pupils should only be out of school for the minimum amount of time necessary for the 
appointment. 
 

Religious observance 
Absence due to religious observance is authorised.  The day must be exclusively set apart for 
religious observance by the religious body to which the parents belong. 
 

Unauthorised absence from school 
Unauthorised absence is where a school is not satisfied with the reasons given for the absence.  
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 Absent from school without authorisation 

 Arrived at school after registration closed 

 

Examples of Unauthorised Absence 
The school cannot accept any of the following 

 Shopping during school hours 

 Special occasions e.g. birthdays 

 No uniform/shoes 

 Overslept 

 Haircut 

 At home due to family illness 

 

7. Exclusions 
Where a child has been temporarily excluded [fixed term or permanent] he or she will remain on 
the school roll. The absence will be regarded as authorised. Once a permanent exclusion is 
confirmed the child will be removed from the school roll. 
  

8. Communication with Parents 
As attendance is crucial to effective learning and the continuity of learning experiences, the 
school places great emphasis on this in its communication with parents. 100% attendance 
certificates are issued each term and at the end of the academic year. 

 
School Prospectus 
Information on lateness, illness and absence is given to parents in the School Prospectus. This 
highlights the importance of being at school on time and notifying school if their child is absent 
for any reason. 

 

Pre School Induction Meetings 
At the pre-school induction meetings held in the Summer term for children who will enter Cold 
Harbour School’s Reception class in the following September, the importance of regular 
attendance is discussed and explained. This talk also includes parents and children arriving at 
school on time so that each child can be given the best possible start to each school day. Being 
picked up on time is also stressed, especially for young children who can be very upset if they 
are the only child left in the building. 
 
Children are also admitted to school at various times of the year, and into various year groups. 
All parents requesting a place are asked to make an appointment with the Headteacher. At this 
meeting the importance of regular attendance will be highlighted along with other school 
routines. 

 

9. Parental Concerns 
Cold Harbour School is a happy school. Children learn best when they are happy and relaxed. 
All the staff at Cold Harbour School are concerned about children’s regular attendance, and the 
importance of continuity in each child’s learning. They are also concerned about each child’s 
safety, welfare and happiness. 
 
Parents are asked to share any worries their child might have in school. Sometimes little things 
upset children which means they become unhappy, and may not want to attend school. Parents 
are encouraged to bring their child to school, so that reasons for the child not wanting to attend 
can be discussed and hopefully resolved.  
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The class teacher or Headteacher will talk to the child concerned to find out if there are any 
worries or problems in school that might make that child not want to attend. If there are, then 
these will be discussed with the parent/guardian and appropriate action taken. 

 
 

10. The Role of the LA 
The LA is charged in law with enforcing school attendance and must ensure that schools and 
parents are fulfilling their statutory obligations, including where necessary, the taking of action 
through the courts. If it appears to the LA that a child is not receiving a suitable education then 
they must begin procedures for issuing a ‘School Attendance Order’. 
 

11. Monitoring and Evaluation 
The attendance of pupils will be monitored on a regular basis by the Headteacher and Pupils 
and Families Administrator Mrs Julie Prosser. 
 
The Headteacher will keep governors informed on attendance issues through the Headteacher’s 
termly report to the Governing Body.   
 

12. Policy Review 
Reviewed 08.07.13 - amendments to school attendance regulations 
Amended  11.09.13 – penalty notice payment time scales  
Amended April 2016 – 10% absence 

13.  
This policy will be reviewed bi- annually 
 

Date Agreed: 
 

 

Signed: 
 

 

Review Date:  
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Appendix A 
 

 
 

                GROWING, LEARNING, ACHIEVING TOGETHER 
Highland Close, Bletchley, Milton Keynes, MK3 7PD.  Telephone: (01908) 270377   

 

Headteacher:  Christine Ryan MIBiol, CBiol, NPQH, MA, LLE 

Email: general@coldharbourschool.org.uk 
 

                                                                        Recorded by Class Teacher    

 

Application for Leave of Absence 

 

 
This form should be returned to the school office not less than two weeks prior to the period 

of absence required. 
 

Please note the  Headteacher may not grant any leave of absence during term time 

unless there are exceptional circumstances.  Please attach a written letter explaining 

why this request for absence would be for exceptional circumstances and contact 

Mrs. Wells to arrange an appointment with Mrs. Ryan 

 
 

I request that_____________________________(name of child) of ______________ class  

be granted leave of absence from ______________  to __________________ Number of 

days ___________      (will return to school on) _____________________________  

 
 
Reason for absence:_________________________________________________ 
 
 
Signed___________________(parent/guardian)    Date_____________________ 
 
 

 

 

Confirmation of Appointment slip   
 
This is to confirm receipt of your Leave of Absence request.  I have arranged a meeting 

between yourself and Mrs Ryan on  ___________________________  at  _____________ 

to discuss this. 
 
 
Signed______________________(PA to Headteacher) 
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Appendix B 
 

 

 

Dear  

RE: attendance 

Our attendance data analysis has highlighted that            attendance has fallen 

below 90% to   %. 

We will continue to monitor           attendance over the next term and should be most 

grateful if you would report any future absences to the school office. 

I enclose              attendance report. 

(Please note: Each day is counted as 2 sessions; 10% absence corresponds to 19 days 38 

sessions/year)  

 

Each day is counted as 2 sessions.  10% absence corresponds to approximately 3 

days absence across half a term) 

Yours sincerely 

 

 

Christine Ryan 

Headteacher 



 11 

Appendix C 
 
Date 
 
Dear  

WARNING LETTER 

NAME:             DOB:         

RE: **% attendance 

During the period       to       the school was open for       occasions and       

attended on       occasions, which is equivalent to   %. 

On the [date] you were informed …… 

I am writing to advise you that you may be liable to prosecution by failing to ensure that your 

child attends school regularly and punctually. 

We will continue to monitor Ollie’s attendance over the next term and should be most grateful 

if you would report any future absences to the school office.  

I enclose Ollie’s attendance report. 

(Please note: Each day is counted as 2 sessions) 

Section 7 of the 1996 Education Act states that you have a duty to ensure your child's 

regular attendance at school.  This legislation will be enforced should this warning be 

disregarded 

If you wish to discuss this matter with me then please contact me on the above number. 

Yours sincerely 

 

Christine Ryan 

Headteacher 

 

 

 


